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ROUTING AND RECORD SHEET 


SUBJECT: (Optional) 


EVALUATION OF SECRETARIES BY DIRECTORATE 


| EXTENSION Ie 


Ar 28 MAY 1985 


STAT 


STAT STAT 


TO: (Officer designation, room number, and DATE 
building) OFFICER'S | COMMENTS (Number each comment to show from whom 
(NITIALS to whom. Draw a line across column after each comment.) 
RECEIVED FORWARDED 
1. C/P&RS 


er | de Seen, 
2. Attached is our input to 
memo from DDS&T on evaluation s 
._____ -and ranking of senior secretaries AT 


— | 


Reference: DS&T-42-8 aluation & Ranking of Senior S$ DS&T 
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STAT I spoke wit n Mr. Hineman's office on 22 May regarding the 
Dest Gurren Le Was Of _renking_senior secret secre Gi 98 —AGRA PY. ME 


ot d 
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“1. Problem with filling GS-08 Secretarial positions with vacancy notice 
system: 
--Candidates may not read notice 
--Many GS-08 positions require shorthand which secretary at GS-06 
and GS-07 level doesn't have. 
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g. BOARD AND PANEL PROCEDURES 

(1) Specific board and panel procedures wil] be developed by each Career Service or Sub- 
Group, coordinated with the Director of Personnel, and published in Career Service 
handbooks. Procedures will be reviewed annually by the individual Career Service or 


wil eee 
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PERSONNEL 


(5) Heads of Career Services and Sub-Groups will make evaluation boards and panels aware 
of their responsibilities in meeting the goals and objectives of the Agency-approved 
Affirmative Action Program Plan. In evaluating an employee's performance, evaluation 
boards and panels will comply with all applicable Federal laws and Agency policies 
designed to prevent discrimination on the basis of race, color, religion, sex, national \ 
origin, age, or handicap. SoA 


i, IDENTIFICATION OF LOW PERFORMERS 


(1) Boards and panels will identify to the Head of their Career Service those employees who. 
in the judgment of the board or panel, have significant performance problems relative to 
other employees of the same grade and. where appropriate. functional category and 
therefore have been placed in comparative evaluation Category FV. 


2) 


Assignment of Category 1V indicates an overall work performance that reflects a specific 
deficiency in, or inability to meet, important aspects of work requirements which limits 
the value of the employee in his or her current assignment or career track and requires 
Career Service and employee action to rectify the problem. The names of employees 
identified as belongin 


in Category IV, the rgasons for their being sp identified and the 

; ata al , 

a 
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(a) The DCI and the DDCI, to and within the SIS. 
(b) The Head of the Career Service, to GS-15. 


. (c) The deputy to the Head of the Career Service, to GS-08 and above secretarial 
: personnel. 
cod (d) The Head of the Sub-Group or, as appropriate, the DDO, to GS-14 and below (except 
¢ as addressed in paragraph (c) above). 


(3) There may be instances when the approving officer does not accept fully the advice of a 
board or panel. In these instances, the approving officer will inform the board or panel of 


: a yet unless the approving officer determines the reasons are of such a sensitive na- 
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